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Process: This document outlines the process to run a single transcript request. 

Process Navigation: Records and Enrollment, Transcripts, Transcript Request 

1. Click  the Add a New Value link.  
 

 

 

2. Select Transcript Type.  
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3. Click on the Request Detail tab and enter the students ID number.  Then, click the 
Process Request button. 
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4. Results:  The Report Results page will appear.  
 

 

 

5. Click the Print button. The report will print directly to your printer. 
 

 


